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1. PURPCSE AND SCOPE. To develop and inplenent a plan to
achi eve 98 percent accuracy of sales orders within MIIennium

This directive includes testing of orders from custoners.

(o} Thi s does not include stock transfer orders (STO
(internal orders fromother factories wthin Federal
Prison Industries (FPl)).

Reliable data within MIlenniumis crucial for the successful
operation of Material Requirements Planning (VMRP).

2. SUMVARY COF CHANGES. References to the SYM X MRP System were
removed and replaced with MIlennium UN COR s new ERP System

3. PROGRAM OBJECTI VES. The expected results of this program
ar e:

a. Accurate customer order information will increase FPI’'s
ability to provide the customer with the products/services
ordered with on-tinme delivery and will result in inproved
custoner satisfaction.

b. Accurate order information will inprove the process for

ordering raw materials, thereby decreasi ng excess and obsol ete
inventory, and inproving FPI’'s cash position and net incone.

4. Dl RECTI VES AFFECTED
a. Directive Resci nded

PS 8241.01 Customer Order Data Entry Accuracy (6/25/98)
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b. Directive Referenced

PS 8270. 02 Cust omer Service Center Manual - UN COR
(2/18/98)

5. STANDARDS REFERENCED. None

6. RESPONSIBILITY. The Manager of the UNI COR Custoner Service
Center (CSC) at FMC Lexington will devel op and inplenent a plan
to achi eve 98 percent accuracy of relevant sales order entry
dat a.

The Associ ate Warden/ Superintendent of Industries (AWSO) wll
devel op and i nplenent a plan to achieve 98 percent accuracy for
those |l ocations entering their own custoner orders.

7. DEFI NI NG ACCURACY OF ORDER ENTRY DATA. Al itens |isted
bel ow nust be correct on a custoner order before that order can
be considered accurate. These itens wll be reviewed as part of
the accuracy test for both the CSC and those | ocations entering
their own orders and have been identified as crucial data for
establishing data base integrity.

Pur chase order nunber

| nvoi ce type

Cust oner address (“ship to” and “bill to”)
Line item part nunmbers and descriptions
Configuration string

Line item quantity

Line item pricing

Due date

Cust orer point of contact (POC)

Speci al shipping instructions

Billing data

OO0OO0OO0000O0O0O0OO0

8. TESTING FOR ACCURACY. The CSC Manager or AWSO w ||
initiate procedures to test all customer orders’ accuracy |evel.

0 The data contained in MIlenniumw ||l be conpared with
the hard copy of the same order, including any
Modi fi cati on/ amendnent or other docunentation
i ndicating the custoner’s authorization, to determ ne
accuracy.

o

| f no hard copy or paper docunentation of the order
exists (i.e., credit card, Internet, Electronic Data
| nt erchange orders), then the custoner wll be
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contacted by mail or other neans (i.e., G oupWse for
vertical integration orders) to verify that the
information is correct.

Each nonth, staff will select at random a sanple size of one
percent of the orders entered in the previous two nonths. The
sanple will not exceed 100 line itens and nust consist of at

| east 10 different orders.

Testing of the orders will be as foll ows:

a. The custoner’s purchase order nunber in M| I ennium nust
agree with the hard copy of the custoner order.

b. The invoice type will be proper for invoicing the ordering
agency; i.e., O= COPAC, C= Credit Card, T = Transfer
F =Form5, D= DD 250.

c. The custoner nunber in MIlenniumw || provide an address
that agrees with the ordering contracting office s address.

The ‘bill to address information in MIlenniumw || neet the
requi renents of the custoner’s invoicing directions on the order.
The ‘ship to’ address will also agree with the shippi ng address
on the order.

d. The line itempart nunber and description in MIIennium
must agree with the custoner’s order.

e. The line itemconfiguration string (if applicable) nust
agree with the customoptions the custoner sel ected.

f. The line itemquantity in MIlIlenniumnust agree with the
quantity the custoner ordered.

g. The price contained in MII|ennium nust agree with the
custoner order (except for sone Print orders which do not contain
prices) and M Il ennium nust include (if applicable) any
instructions for billing of freight costs.

(o} Exceptions are nade for orders which follow a different
format, such as Social Security Adm nistration orders.

h. The sales order line itemdue date in MIllenniumw || agree
with the due date the custoner specified (either on the hard copy

of the custoner order, the |ast nodification/anendnent to the
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order, or other docunentation indicating the custoner’s
aut hori zation).
i. The sales order header text will contain relevant custoner

poi nt of contact (POCC) information, including a working phone
nunber, provided that this information is included on the
custoner’s order

j. The sales order header text wll contain special shipping
instructions (i.e., inside delivery or special set-up
i nstructions).

0 | f the customer order contains nmultiple shipping
addresses, then the instructions will be contained at
the “drop-ship to” |evel

k. The sales order header text will contain any necessary
billing information such as the appropriation code.

9. ACCURACY TESTI NG AT THE FACTORY. Certain sales order entry
data nust be tested at the factory |evel.

0 Al'l factories (including those that enter their own
orders) will performan accuracy test each nonth on the
data descri bed bel ow

Al t hough the AWSO is responsible for this data s accuracy,
t he Busi ness Manager will be responsible for conducting these
t ests.

0 Staff will select at random a sanple of 10 percent of
the orders entered the previous two nonths on which
sone shi pnent has been nade.

(o} The sanple wll not exceed 50 orders.

The followng itens, contained in MIIlennium nust be correct
before an order can be considered accurate at the factory |evel.

a. The quantity shipped at the line itemin MIlenniumw ||
agree with the shipping docunentation for that line item(i.e.,
GBL, picklist).

b. The last shipping date at the line itemlevel in MIIennium
wll agree with the date on the | ast shipping docunent for that
line item(i.e., GBL, pick list).
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10. ACCURACY LEVEL CALCULATION. The custoner order accuracy
level wll be determ ned by dividing the nunber of orders in
which no errors were found by the total nunber of orders tested.

(o} The types and frequency of errors discovered will be
docunent ed.

11. LESS THAN 98 PERCENT ACCURACY

a. |If the accuracy level is less than 98 percent, the CSC
Manager or the AWSO w ll review the accuracy test’s findings to
determ ne the causes for the inaccuracies and devel op a
corrective action plan to achieve the desired accuracy |evel.

b. The CSC Manager will report the findings and corrective
actions in witing to the Sales and Marketi ng Branch Manager, who
will forward the report, wth any cormments, to the Senior Deputy
Assi stant Director.

The AW SO for those locations entering their own custoner
orders will also report findings and corrective actions in
witing to the Sal es and Marketing Branch Manager, who wil |
forward the report, wth any cormments, to the Senior Deputy
Assi stant Director.

c. The AWSO wll report the results of tests done at the
factory level via the narrative on the nonthly Menorandum of
Agr eenent .

12. ACCURACY LEVEL OF 98 PERCENT OR GREATER | f the accuracy
| evel is 98 percent or greater, the CSC Manager (or AWI&E, SQA)
may conduct the accuracy tests quarterly instead of nonthly.

/sl
Kat hl een Hawk Sawyer
Director



